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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION I 
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APPLICATION FOR RECORDS RETENTION SCHEDULE 

~ 

' 4 .  Biter of Series 
Latest 

1973 1. o Date p~--~ 

I 
-~~ 

5. Records Series Title /followed by title used in office; if different) 

~ .- Weekly _. ~ 

and Semi-Monthly . Benefits Hours Registers 
~. . - - p ~ ~ ~ ~  ~~~~p l - ~ ~ ~  ~- ,~ 

~ _ . _ ~ - p ~ ~  p ~ - ~  .. ~ ~ . . .  .~ .. ~. ~ ~.~ ~ ~ _ _ ~ ~ . ~ ~ ~ ~ p  

7. Record Series Description This file contains the following documents (include form numbersand rirles, if any): 
Attach samples of the file. 

Documents relating to: L i s t i n g  employees' benefits. 

Included are: computer printouts g i v i n g  d iv i s ion  number, employee's number, employee's 
social security number, benefits da t e ,  vacation taken, updated and 
l e f t ,  sick leave taken, updated and l e f t ,  and attendance bonus taken, 
updated and l e f t  on the books. 

File is arranged: 
I 

Chronol ogi ca l y  by printout,  numerically by division on p r i n t o u t .  

__._ 
~~ ~ ~. ~ . . ~ . - ~. -. _ _  ~_ ---. II--____. -- 

C 
How often are records referred to which are: 

,e n 
18. Monthly Reference Rate 

0 3 Seven to twelve months old --; Thirteen to twenty-four months old -~--~. .~-; 1L 
- --2-, 1 One to six months old 

twenty-five months and older-.~-- ? 

Shelves ~ _ _ _  ; Other (specify) Letter-size drawers -; Leyal-size drawers .- ; 

_____ __ _ _ l _ _ _ _ ~ l ~ ~  ~ I____.- ~~~ 

9. Annual Rate of Accumulation of Remrds 1 t 
~ ~ .~ ~ _ _ I _ _  ~ ~ _ _ _ _  -..- ~~ -__ ---_ ~ I_r - 

AR-50-77; R w .  76 (Over) 
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1. Retention Requiremants ~.i The foltowing requires the series to be kept: 

a. State Law - ~- -~-.years. d. Audit period .--;..~.-years. 
5. Statute of limitation .. - _. -~ .~-years. e. Administrative need 
c. Federal law 

~~ . - ~--.years. f. Federal yetention instructions -_-..~-~___.__years. 

Attach copy or excerpt of laws or regulations. Explain administrative need: 

~ . - ~  ---_.years. 2 

~- ~ . . ~  . _ _ _ _ _ F  
~~ ~___ ~ .. 

2. ADorwed Disposition Instructions This agency recommends that the file series be cut off a t  tht  end of each: 

IZ Calendar 'fear; 0 Fiscal rear; 0 Other 

year (sl ; then 1 a Hold in the current fi les area ~ --.month(s) - 
c Transfer to local holding area. hold -1- ~----year(~); then 
0 Transfer to State Records Center; hold,;.- - ~- year(s); then 
KI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other /Specify/ 

These instructions apply to a l l  prior and future accumulations of the series. 

-_. ~ ~ ~ . .  ~ .~~ -~ 
~ n . ~ a . c t ~ . ~ ~ i g n e e _ -  fs&nnarurej - - - ~.__I 

lewmmendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
'f explanation.) 

Attorney GeneraVDesignee 

~ . .  


